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This Job Aid shows how to: 
• Access “ready for approval” documents 
• Approve, disapprove and cancel documents routed for approval 
• Add additional approvers to an approval path 

 Of Special Note:  
When a document is submitted for approval, COMMBUYS determines which users must approve the document based on 
the approval path criteria established by Organization Administrators. COMMBUYS then notifies each approver via email 
once it is their turn to approve a document. Documents requiring approval can be found in the user’s Control Center in the 
Approval tab waiting their review. Additional approvers may also be added manually by the user submitting a document, 
or any of that document’s approvers. 

Screenshot Directions 

 

1.  Launch the COMMBUYS Web site by 
entering the URL 
https://www.commbuys.com/bso/ in the 
Browser. 
 
Enter your login credentials and click the 
Login button on the COMMBUYS home 
page. 
 
 
 

 

 

2. Your Control Center displays; make sure 
you are in either Basic Purchasing or 
Department Access user role.  
 
When a document is ready for your approval, 
it appears on the Approval tab in the control 
center of your Homepage once it is your turn 
to review (after prior Approvers listed on the 
Approval Path, if applicable). 
 
Click the Approval tab on your Control 
Center.  
 

https://www.commbuys.com/bso/
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3. Scroll to the bottom of the screen to the 
Documents Pending My Approval section.  
 
This section displays the list of all documents 
submitted by other users that require your 
approval in order to proceed.  
 
Documents within this section are separated 
by document type.  
 
Selecting the document number link on the 
left side of the screen will open the document 
and allow you to review it, and then decide 
whether to approve, disapprove or cancel the 
document.  
 

 

4. In this example (approving a Requisition), 
click the blue hyperlink in the Requisition # 
column to open the Summary Tab of the 
desired document. 

 

5. The Summary Tab for all documents 
contains Header and Item information 
sections that display details of the document.   
 
Review all the information on the Summary 
tab for accuracy. You can also click into any 
tab to review information.  
 
Any notes and files attached to the document 
will appear along the bottom of the Header 
information section. 
 
Scroll to the bottom of the page to add more 
approvers, approve, disapprove, or cancel the 
document. 
 
 
 
 
 
 
 
.  
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6. In the Approval Actions section of the 
Summary Tab, the approval options will 
appear, allowing you to approve, disapprove, 
or cancel the document. 
 
A comment field is available for you to add 
additional information. 
 
If a document is disapproved or cancelled, 
you must provide a reason in the Comment 
Field. 

 

7. View the approval path information in the 
Approval Path section of the Summary tab. 
This section displays all approvers who must 
review and approve the document, and the 
order in which they must approve it.  
 
If other approvers approved the document 
before you, a date and time will appear in the 
Date Approved/Disapproved/Canceled 
column in the row for that approver.   
 
If a person is not on the approval path who 
you believe should review the document, you 
can add them by selecting their name from 
the dropdown box next to the Add New field 
in the Approver column, assigning them an 
Order Sequence, and clicking the Add/Delete 
Approver button.  
 
Note that you will only be able to add 
approvers to the end of the existing approval 
path. If you would like to remove an approver 
you’ve added, you can click the checkbox in 
the Delete column and click the Add/Delete 
Approver button. 
 
To approve, click the Approve radio button in 
the Approval Actions section, then click the 
Save & Exit button. 
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9. After you click the Save & Exit button a 
warning message appears.  
 
If ready to approve click the OK button. 
 

 

10. To disapprove a document, click the 
Disapprove radio button and click the Save & 
Exit button. 
 
COMMBUYS displays a popup screen asking 
“Are you sure you want to disapprove this 
requisition?” 
 
If the answer is yes, click the OK button and 
COMMBUYS will send the document back to 
the creator. 
 
Note:  Always include a comment/reason for 
the item that is disapproved. 
 

 

11. To cancel a document, click the Cancel 
radio button and click the Save & Continue 
button. 
 
COMMBUYS will ask “Are you sure you want 
to cancel this requisition?” 
 
If the answer is yes, click the OK button and 
COMMBUYS will move the document into 
canceled status. 
 
Canceled documents require a comment. 
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12. On the Control Center / Home page, find 
the heading Documents Pending My 
Approval.  
 
Documents are separated by type: 
Requisitions, Bids and Purchase Orders.  
 
At the bottom center, there is a link called List 
& Approve.  
 
Click List & Approve to go directly to the 
screen on the next slide. 
 
 
 

 

13. This is another option for you to use to 
approve, disapprove or cancel the document.  
Also, a comment field has been added for you 
to add any additional information. 
 
Use the checkboxes to choose which 
documents are being approved, disapproved 
or canceled.  
 
To select all, click the Select checkbox in the 
Select column heading. 
 
Note:  Only use this option after documents 
for approval are reviewed. 
 

 

14. Click the Apply Approval Action to 
Selected button.  
 
A popup message will ask if you are sure of 
your action. If so, click the OK button. 
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15. This final screen demonstrates that the 
approval has been executed correctly. 
 
The Routing and Summary tab of each 
document will show internal users the history 
of who approved the document and at which 
date and time, and can be used for reporting 
to identify opportunities for improved 
efficiency.   
 
Please note that if a Proxy user approves on 
behalf of a user who has assigned this 
responsibility to them, this approval history 
will show the proxy approved on behalf of the 
normal approver. 

 


